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Step 1 — How to Create Event Visit 
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• Input Account (client) name or 
email in search box then click 
search button. 
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• Choose Oppotunity name 
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Step 3 



c counts Contacts 
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• Move mouse over link Open Activities, then click New Task or scroll mouse down to block 
Open Activities. 
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• Input detail below list: 

• 1. Assigned to: Choose Sales Executive on site that client will visit appointment 

• 2. Subject : Choose Visit 

• 3. Visit Status 

• 4. Related Project 

• 5. Location 

• 6. Description 
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Description Information 

Description 
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Click here! 
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• 7. Un-tik Reminder 

• Click Save. 
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